Attendance Reporting

Mark attendance after each first class meeting, if possible.
1) Begin at www.northeaststate.edu

2) Click on MyNortheast

IT Help Desk D2L MyNortheast Catalog

NORTHEAST STATE

We're here to get you there

Library

/

Current Students «

\
\\~

Cohort Program - 7 Week Format

New Students v Pay Tuition/Fees

3) Log in using your username and password.

If you have forgotten either or both of them, use the links
below for assistance.

NORSTAR

Contact Us Search

Take CIasses Two Nights a Week

.

Secure Access Login
Use lowercase letters only.

User Name: |username |

Password: [esssee |

| Login | | Cancel |

My.Northeast Login Issues
|

Need to Know Your Student ID# or
Username?

Click Here

Have you forgotten your password?

Click Here

4) Make sure you are on the “Home” tab. Locate Norstar in the middle of your screen. Click on Banner

Self-Service.

elcome Ms. Dawn R. Dabney
My Account

e You are currently logged in.

Home ¥ Employee ¥ My Courses ¥ Teach/Advise ¥ NORSTAR ¥ Financial Aid ¥ Student Life

M &k

E-mail Groups Admin

Help

Logout

August 27, 2013

Personal Announcements B@EE | | webmail Channel DEH

There are no announcements . )
To attach documents with webmail (student
e-mail), you need to access webmail outside

= of My.Northeast. You can do so by clicking

Campus Announcements B3 | | Herel vou would use same username as

There are no announcements my.northeast and password will be your date
of birith (mmddyy) format. Please let me know
if you have any questions at

My Favorites oE® msnickols@northeaststate.edu

L&JA-SIG Homepage
8 sunGard Higher Education Homepage

B B BOy BSY =6

NORSTAR (Banner self
service)

(CBanner self-service

Quick Links DEx

« Northeast Homepage

* Northeast @ Gray
 Northeast @ Bristol

* Northeast @ Johnson City
 Northeast @ Elizabethton
* Northeast @ Kingsport

« Academic Affairs

* Bookstore

Registration ormation @@@

uilding on the main campus or call
423-323-0214.

Library OEE

« Search the Library Catalog
* View Your Library Account
e Find Database Articles
o Interlibrary Loan

e Ask-A-Librarian



http://www.northeaststate.edu/

5) You get this box. Then click on Faculty and
Advisors.

‘AFaculty and Advisors
(student Information Menu
B Term Selection
5l CRN Selection
& Faculty Detail Schedule
B week at a Glance
8 petail Class List
B Surnmary Class List
5 Detail Wait List
B Summary Wait List
8 Midterm Grades
2 Final Grades
& Incomplete Grades Summary
B Reqgistration Overrides
B add or Drop Classes
B Look Up Classes
B Electronic Gradeboaok by
Component
& Faculty and Advisor Security
Information

B active Assignments

B Assignment History

B class Schedule

B course Catalog

& Syllabus Information

B office Hours

B advisee Grade summary

S= de Syummar
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8) Then choose the course,

Select a CRN

and click submit.

NORSTAR (Banner self [=][ES [

service)

‘ABanner Self-Service
(dpersonal Information
CJalumni and Friends
(s

Qirasuty and Advisors
C]Emp oyee
B WehCT.com, The e-Learning Hub

6) Scroll down almost to the bottom and click on
Attendance Reporting.

select Term

select a Term:

Submit |&

T\

7) Choose the current term from the drop-down box

|

Fall Term 2013

and click submit.

MATH 1010 A01: Mathematical Applications, 80495 (24

MATH 1010 AT7
MATH 1010 CT7: Mathematical Applications, 80649 {9)
MATH 1010 ET?
MATH 1530 414
MATH 1530 CO1

\\ERN\ |MATH 1010 40L: Mathematical Applications, 80495 (24) |

: Mathematical Applications, 80905 (6)

: Mathematical Applications, 80757 (8)
: Prob & Stats (Non Calculus), 80513 (26)

N Directl
. Prob & Stats {(Non Calculus), 80515 {20) v ]

RELEASE: 8.3



9) You see what looks like your class roster. On the right, notice that everyone in the list is marked as
“Not Reported”.

Z MyINontheast:

| Back to % @

Home Tab E-mail Groups Admin

out Help

Course Information

Mathematical Applications - MATH 1010 AO1
CRN: -4
Students Registered: 24

2. Please submit attendance often. There is a 30 minute time limit starting at 02:38 pm on Aug 27, 2013 for this page.

Record Sets: 1 - 25 26 - 26

Attendance Reporting

Student Name D Registration Status Attendance Last Attend Date Attendance
MM/DD/YYYY  Confirmation
Date

S <D Dropped (75% RFND) [N ¥ Mot Reported
Aug 26, 2013 :

S, ¢+ eb Registeredk [N v Mot Reported
Jul 25, 2013 ;

. < /e b R egisteredk [N v Not Reported
Apr 01, 2013 -

SEEEEEts————————l <t \/Veh Registeredix N v Not Reported
May 20, 2013 ¥

I /e Registered®k N v Not Reported
Apr 03, 2013

et b Registerediok [N ¥ Not Reported
Apr 02, 2013 _

10) Begin at the top of the list. Using the drop-down box mark a “Y” for each student who attended
your class. Leave an “N” for those who have not yet attended. Do not choose any other option. Your

entire page should have “Y” or “N” for each student in the list.

P yINortheasy
@ Back to M & @ @

Home Tab E-mail Groups Admin Logout  Help

Course Information

Mathematical Applications - MATH 1010 AO1
CRN: _—
Students Registered: 24

/. Please submit attendance often. There is a 30 minute time limit start|ng at 02:38 pm on Aug 27, 2013 for this page.

Record Sets: 1 - 25 26 - 26

Attendance Reporting

Student Name D Registration Status Attendange Last Attend Date Attendance
MM/DD/YYYY Confirmation
Date

T, /< Dropped (75% RFND) | N v Not Reported
Aug 26, 2013 B

e <+ b R egisterediok Y v Not Reported
Jul 25, 2013

R, + \eb Registeredtor [N = Not Reported
Apr 01, 2013 Not Reported

S < eb Registered ok ¥: | Not Reported
May 20, 2013

T e b R egisteredtor =3 Not Reported
Apr 03, 2013

S+ \/eb R egisteredtok N v Not Reported

Apr 02, 2013




11) When you get to the bottom of the page, click Submit.

T > eb R egis tepedd®k ¥ v Not Reported
Y v Not Reported
¥ v Not Reported

*kyeb Registerediox ¥ v Not Reported
Aug 21, 2013
*Kyweb Registered®x ¥ v Not Reported

Apr 05, 2013

26 - 26

=20

L. Please submit attendance status often. There is a 30 minute time limit starting at 02:38 pm on Aug 27, 2013 for this page.

12) If you have more than 25 students, you may have a second page to do. Submit this page first! When

the right-hand column changes to dates, this page is complete. \

e < X WD Registered N v|(0s/23/2013 0B/27/2013
Apr 04, 2013 :

/R kP & gis tere d Rk ¥ v 08/27/2013
Jul 09, 2013

e K \ieb Registered®* ¥ v 0B/27/2013
Aug 21, 2013

e —— °tkeh Registered®® ¥ v 0B/27/2013
Apr 05, 2013

T b R e gisteredtk ¥ v 0B/27/2013
Apr 08, 2013 7

T D R e gisteredtk ¥ v 0B/27/2013
Jul 15, 2013

SRS /b R egisteredtk Y v 0B/27/2013
Aug 21, 2013

CEE———— e R egisteredtor ¥ i 08/27/2013
Apr 05, 2013

Record Sets: 1 - 25 26 - 26

[ submit | [ Reset |

13) If you have a second page of students, now you may click on it to report their attendance.

14) When you are finished with this session of attendance reporting, Logout.

& @ $ 9

E-mail Groups Admin Logout Help

Attendance Reporting
After initial class meeting, you should continue to check your class roster before each subsequent class

meeting, and check the Attendance Reporting screen after each subsequent class meeting. If a student
has been purged from your class, you will want to inform that student if he or she attends that class
meeting. If a student either missed the first class meeting, or got purged and re-enrolled in you class,
you will want to mark that student’s attendance appropriately.




1) In either case, follow the former directions to get to the Attendance Reporting Screen for the
appropriate class.

2) A student who missed the first class will appear like this: An “N” will appear in the Attendance

column, a Last Attend Date will be listed, and the right-hand column will list the date you reported that
IIN”.

Record Sets: 1 - 25 26 - 27

Attendance Reporting
Student Name 1D Registration Status Att

Attend Date Attendance
Confirmation

Date

T+ /e b R e gistered ik ¥ 08/27/2013
Aug 09, 2013

T —————— T W ED R eqgistered** Y v 08/27/2013
Aug 21, 2013 l/

TR < \\/ch R egistered*k N v|los/23/2013 0B/27/2013
May 06, 2013

i DI Op/Delete - Entry Error N v ||os/23/2013 08/27/2013

Thim 24 2N1 <=
3) To change that student’s attendance, use the drop-down box to change the “N” to a “Y”, and

backspace over the Last Attend Date to delete it. Your “Y” will not be accepted if you do not delete that
date.

Record Sets: 1 - 25 26 - 27

Attendance Repaorting

Student Name ID Registration Status Attendange Last Attend Date Attendance
MM/DD/YYYY Confirmation
Date

e H ey R & Qs tere ok ¥ v 08/27/2013
Aug 09, 2013 ' :

S, e R eqisteredik ¥ v 08/27/2013
Aug 21, 2013 )

T, <+ e b R egisteredok K% v 08/27/2013
May 06, 2013

A, o/ Dclete - Entry Error | v||os/23/2013 08/27/2013
Jun 24, 2013

4) After you hit “Submit”, the date in the last column will change, for the updated entries only.

Attendance Reporting

Student Name ID Registration Status Attendance Last Attend D\ate Attendance

......... MM/DD/ Confirmation
Date

T < /eb R egistered ok ¥ v 08/27/2013
Aug 09, 2013

I, < \/\eb R egistered ok ¥ v 8/27/2013
Aug 21, 2013

e KK eh Registerediok ¥ v 08/29/2013
May 06, 2013

e 0,/ Delete - Entry Error [N
Thin 24 2N173

<

08/23/2013 08/27/2013



5) You can spot a student who got added late to your course, or a student who got purged then added
back to your course: as you glance down the right column of dates, look for any student with “Not
Reported” instead of a date.

e Ok \eh Registered ¥k ¥ v 08/26/2013
Aug 20, 2013

S < ¢ s te e ok N v Not Reported
Aug 29, 2013

I, *+ /e R e gisteredtok ¥ v 08/26/2013
Apr 16, 2013

S /D R egisteredt ok Y v 08/26/2013
Aug 14, 2013

S /b R e gistered ok ¥ v 08/26/2013
Apr 01, 2013

6) Simply leave this as an “N” if the student has not yet attended, or change to a “Y” if the student has
ever attended that class. Again, when you hit “Submit” the “Not Reported” will change to the current
date for that student.

T e b R egisteredtor ¥ v 08/26/2013
Aug 20, 2013

o —————— R Te [T ¥ v 08/29/2013
Aug 29, 2013

f ——— o — —— - ————————— AN S Te [y T Te [l ¥ v 08/26/2013
Apr le, 2013 )

p—-—-—————— - —————- ——— AN S *¥-Te[[=3 T Te [k ¥ v 08/26/2013
Aug 14, 2013

Remember to check class rosters and attendance diligently during the
first two weeks of class, and then again when reminded later in the
semester. It is crucial to students with Financial Aid that this is done
both promptly and correctly! Thank you for your attention to this
matter, and please do not hesitate to ask for assistance for this or any
other issue.



